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16 May 1950

MEMORANDUM FORs DIRFCTOR OF CENTRAL INTELLIGEICE

FROM: Agslgtent Director, OCD

SUBTECTY Addéitlionsl hands peeded inm GCD to deel with
groatly lncreased {low of documents

1+ In Warch of this yesr the flovw of documenta resched sn alle
time peak of 33,000 different items - mozt of which were received in
multiple cories, This vepresents a 37 increase over the average
monthly woluwe of 24,000 ia 19249,

2, Bach of these documents must be 1) logged in, 3} read by &
disassminator in order that routing wwy be determined, 3) coded for
gubjact and ares covered, 4) indexed, 3) transportsd to the analyste
concerned, &) filsd in the Library for future usa.

3. The suwgnituds of the job has msds it impossible for Liaison
and Library to keep curvent in reguler working hours, and eoven with
extanpive overtime it heg been impossible to yrevent the dewvelopment
of becklogs. Our T/0 for memsengers ani couriers is setisfuctorys
our diffieulty on this scors iz thai we are uneble to keep the full
gtrength on the job, for no one likes this kind of works Our /0 for
Lisison &nd Library needs sireagthening if we are to avold serious
delays and the kind of chesos which resulte vhen papers begin to pils
e &t orlticzl polntas tha cireult becauge thers sre mnot enough
hands to keep them moving,

4+ Though the space limitation is serious, we could fit in a few
more hends at the polnts which most need them, and 1 should like your
subthorizaticl to include them in the Budget on whiech we ars nov working,
They are

38~7 Junior Analysts, to be assigned to Analysis Breanch
of Library., Thelr job 1ls to code and index the docu=
wenls,

GSw% Disseminstor, to be apsigned to State Desk of Lisison
Divigion. Jobh iz to read and route incomlny documends.
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25X1 GB3-4 Control Clerk, to be essigned to Chief's ofllce,
Lisigon Division, Job i@ to log :nd index reguests,
eclilection dirsctives, end materiasls received in
response, The one persont GS-5 pow on this jeb is
unabls to ksep pace vwith the volume.

GSe3 File Clerks) Librery. They must 1) file new documents,

G8-3 Typists 2) pull documents out on request, 3) cull
out older documents in order to keep files from growing

¢ out of bounds, 4) tyoe charge-cut slips and circulation
records.

G5-4, Pile Qlerksi To be mssignsd to Refsrence Branch of

GSw Control Clerk) of Library., Job iz to log documents in
G8-3 Huil Clork end out, end perform the physiesl work of
25X1 recsiving the inflow, sorting documsnte out, end getting
them into the vroper work channels,

(el Diosen, %1@rki "o be assigned to Ceniral Reecords Erunch

25X1 will be raised| | ard the Librerv T/0 will go up
25X 1 [} Totel 66D T/0 +A11 go up fron

5, 1If the above sdditions are approved, the Lialson Division !%%
25X1

25X1

b The increcse in T/0 for vhich I am asking ls far less than
the 2% increcse in workloasd, but outyut per worker is lmproving es
we get settled down, routines are well established, and we have lewer
drestic reorgenizetions apd sheke-ups. Fven with this increase ve
will probebly heve becklogs and overtime to deal with ithls summer,

JAHES H, ANDREWS
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